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MANAGEMENT AND PROGRAM ANALYST 
GS-0343-12 

Orgallizatioaal Locatio• • This positioa caa be located in any Region 7 division, braaeh, or section 

Primary Purpose • The primary purpose of this position is the perfotrnance of management and 
program analysis duties and responsibilities. 

Major Duties· 
!.~Performs analytical and evaluative work associated with line and/or program activities in 

development of community involvement plans and ensuring opportunities for meaningful 
engagement in ~ision-making processes through notices, repositolies, meetings, and publicJ;,. 
comment perioc:!hrovides information to the public regarding technical and grant assistance 
which may be available to assist communities in addressing environmental and human health 
concerns as well as manage grants and contract technical directives. Incumbent will4mgagc and "!( J-. 
communicate with states, Tribes, environmental organizations, NGOs, and other stakeholders 
regarding environmental and human health issues. j 

2. Plans, evaluates, and implements various commwtication strategies for regional environmental 
justice and community relations programs{ Develops and coordinates educational programs and ~!; 
outreach efforts designed to encourage pulilic involvement in the agency's decision-making 
process. Evaluates the impact of program activities on the public and suggests methods for 
maximizing public response. Establishes and maintains partneiships with residents, special 
interest groups, local business (i.e., day care centers and realtors), district school boerds, 
environmental liaison groups, town hoard members, congressional staff, health agencies, 
technical grant advisors, local, state and other federal agencies. Maintains a thorough 
Wlderstanding of agency programs necessary to anticipate significant impacts prognun changes 
might have upon public opinion and concerns. 

3. Develops, analyzes, evaluates, advises on, or improves the effectiveness of work methods and 
procedures, manpower utilization, distribution of work assignments, delegations of authority, 
management controls, information and documentation systems, and similar functioDS of 
management with particull'f emphasis on community engagement and impacts of individual or 
multiple program(s) work on communities. 

4. Serves as the agency spokesperson at regional public meetings and various formalfmformal 
briefings and workshops, maintaining open two-way communication between various 
stakeholders. 

Workforce and Position Utlllzatioo • 
5. Provides position management advice and recommendations to agency managers including 

providing advice on the distribution of workload among positiODS and organizations, and the 
skills mix or categories of employees needed to do the work.(oevelops major organizational 
proposals that involve extensive analysis prior to recommending significant changes in 
workforce distribution, positiODS, and/or functional responsibility. Works across proaram or 
media area to develop manpower utilization proposals that require approval of upper , , 
managcment\~mploys techniques that analyze staff skills, budget impact and cost/benefit. f '-1 
Detailed analYsis of work flow and work methods arc used to support recommendations. 1 
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Management Improvement Studies -
6. Analyzes management techniques, processes, and styles for improving organizational 

effectiveness. Analyzes individual programs, fimctions, and organizations at the regional level to 
determine whether the management systems in current use efficiently accomplish objectives 
sought and whether they provide controls necessary for sound management. Various analytic 
techniques are used, many of a complex nature. 

Budptary and Financial Management Analysis -
7. Fonnulates, presents, executes, and analyzes organizational budgets. Monitors budget allocation 

and execution to insure that operating program objectives are met. Performs in-depth, rigorous 
analysis of budget requests by employing techniques such as cost-benefit analysis, program 
trade-offs, and exploring alternative methods of funding. Monitors the use and rate of 
expenditure of budgeted funds in assigned areas through continuing dialogue with program 
oftlcials and their staff, review of written documents, and examination of accounting records. 

Quality Improvement Programs -
8. Perfonns work related to developing and monitoring quality programs, plans, procedures, and 

methodologies; and/or analyzing quality initiatives and processes. Analyzes a wide range of 
processes with long-term goals and results. Makes use of basic and advanced q .. lity tools to 
accomplish analysis. Trains and facilitates others in the use of quality tools and techniques. 
Provides guidance and facilitation skills to quality action teams and to managers. Guidance is 
designed to foster quality principles in all strata of the workforce. 

Records Management -
9. Maintains a Records Management Program for an agency organization or program. Maintains a 

Records Management Program for a major multi-functional organization or program at the 
regional level. The program includes a centralized records function, standardized 
handlingfretention, improved records, conversion from paper to film/electronic data, and 
document searches. Develops tools promoting effective coordination of a Records Management 
Program. Responsible for analyzing problems and issues involving the development of records 
management systems. 

I 0. Performs analytical and evaluative work associated with program activities. 

Cost Effectiveness Studies -
II. Performs program cost analyzes such as development of life cycle or other cost analyses of 

projects, or performance of cost benefit or economic evaluations of programs. Conducts cost
effectiveness studies for regional operating or administrative programs. Considers all aspects of 
new or established programs, including statutes, policies, objectives, workload models, res6urce 
estimates and utilization, issues, constraints, impacts and concerns related to other organizational 
components. 

Audits, Iospeetioos, and Management Controls -
12. Develops procedures and systems for establishing, operating, and assessing the effectiveness of 

administrative control systems and line or operating programs; and the accomplishment, 
evaluation, and/or monitoring of audits, inspections, or management or internal control reviews. 
Resolves audit/inspection activities for organizations region-wide. 
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Organizatioaal Aaalylis -
13. Evaluates, processes, or makes recommendations for effective organizational changes. Performs 

organizational malysis for a ~or multi-functional organization. 

Program Oversight-
14. Analyzes and evaluates, on a quantitative or qualitative basis, the effectiveness of programs or 

operations in meeting established goals and objectives. Analyzes and integrates program 
financial, teclmieal, procurement, and scheduling information. 

Produetivity Programs -
15. Oversees suggestion and award, quality, and/or productivity programs. Oversees productivity 

programs in multi-mission/program organizations. 

Factor 1- Knowledce Required by the Position- Level1-7- 1250 Points 
(I) Knowledge and skill in applying analytieal and evaluative methods and techniques to issues or 
studies concerning the efficiency and effectiveness of program operations; (2) Knowledge of pertinent 
laws, regulations, policies and precedents which affect the use of program and related support resources 
in the area studied; (3) Knowledge of the ~ issues, program goals and objectives, work processes, 
and administrative operations of the organization; (4) Knowledge and skill in adapting maJytieaJ 
techniques and evaluation criteria to tbe measurement and improvement of program effectiveness and/or 
organi?l!tional productivity; (5) Skill in conducting detailed analyses of complex functions and work 
processes; and (6) Interpersonal skills in presenting staffing recommendations and negotiating solutions 
to disputed recommeodations. 

Factor 2 - Supervisory Cootrols - Level 2-4 - 450 Points 
The supervisor and employee develop a mutually acceptable project plan, which typically includes 
identification of the work to be done, the scope of the project, and deadlines for its completion. Within 
tbe parameters of the approved project plan, the employee is responsible for planning and Ol"gaDizing the 
study, estimating costs, coordinating with staff and line management peraonnel, and conducting all 
phases of the project. The employee informs the supervisor of potentially controversial findings, issues, 
or problems with widespread impact Completed projects, evaluations, reports, or recommendations are 
reviewed by the supervisor for compatibility with organizational goals, guidelines, and effectiveness in 
achieving intended objectives. 

Factor 3 - Guidelines - Level3-4- 450 Points 
Guidelines consist of general administrative policies and management and organizational theories which 
require considerable adaptation and/or interpretation for application to issues and problems studied. 
Administrative policies and precedent studies provide a basic outline of results desired, but do not go 
into detail as to the methods used to accomplish the project Administrative guidelines usually cover 
program goals and objectives of the employing organi?l!tioo. Within the context of broad regulatory 
guidelines the employee may refine or develop more specific guidelines such as implementing 
regulations or methods. 

Factor 4 - Complexity - Level 4-5 - 325 Points 
Analyzes interrelated issues of effectiveness, efficiency, and productivity of substantive mission
oriented programs. Develops detailed plans, goals, and objectives for the long-range implementation and 
administration of the program, and/or develops criteria for evaluating the effectiveness of the program. 
Decisions concerning planning, organizing and conducting studies are complicated by conflicting 
program goals and objectives. Assignments are complicated by the need to deal with subjective 
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concepts, the quality and quantity of actions are measurable primarily in predictive tel'!llS, and findings 
and conclusions are highly subjective and,nat readily susceptible to verification through replication of 
study methods or reevalualion of results. Options, recommendations, and conclusions take into account 
and give appropriate weight to uncertainties about the data and other variables which affect long-range 
program perfonnance. 

Factor 5- Scope & Effect- Level 5-4 -225 Points 
Assesses the productivity, effectiveness, and efficiency of program operations andlor analyzes and 
resolves problems in the staffing, effectiveness and efficiency of administrative support and staff 
activities. Establishes criteria to measure and/or predict the attainment of program or organizational 
goals and o~ectives. Contn"butes to the improvement of productivity, effectiveness and efficiency in 
program operations and/or administrative support activities at different echelons and/or geographical 
locations within the organization. Work affects the plans, goals, and effectiveness of missions and 
programs at these various echelons or locations. The work may affect the nature of administrative work 
done in components of other agencies. 

Factor 6 - Personal Contacts - Level6-3 - 60 Points 
Contacts are with persons outside the agency which may include consultants, contractors, or business 
executives in a modea-ately unstructured setting. Contacts may also include the head of the employing 
agency or program officials several managerial levels removed from the employee when such contacts 
occur on an ad-hoc basis. 

Factor 7- Purpose of Contacts- Leve17-3- 110 Points 
The purpose of contacts is to uifluence managers or other officials to accept and implement findings and 
recommendations on organizational improvement or program effectiveness. May encounter resistance 
due to such issues as organizational conflict, competing objectives, or resource problems. 

Factor 8 - Plsysic:al Demands - Level 8-1 - 5 Points 
The work is primarily sedentary, although some slight physical effort may be required. 

Factor 9 - Work Eavironment- Level9-l - 5 Points 
Work is typically performed in an adequately lighted and climate controlled office. May require 
occasional travel. 

Total Points= 2890/GS-12 
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